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ABSTRACT 



Administrative evaluation improves leadership and 



promotes professional growth. Each school district should examine 
state statutes to determine if its evaluation forms and procedures 
are in compliance. In addition, each district should carefully 
exaiaine its board policies. The evaluation plan should be designed to 
encourage productive dialogue between administrators and to promote 
professional development. The pi^ocess is intended to be both 
formative and summative in nature, recognizing strengths as wel^ as 
identifying areas in need of improveirent . Appended is a sample 
summative evaluation form and instructions for completing annual 
school plan worksheets. (SI) 
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INTRODUCTICW 



The quality of education received by students is a function of the quality of 
the perfonnance of the professional staff, instructional leadership is clearly 
the key to maintaining high educational standards. All district administrators 
are responsible for communicating these standards to their staff and to the 
public. They then monitor tlie progress achieved in the attainment of the 
standards. Finally^ administrators are held accountable for the outcomes of 
the educational programs that collectively make up the curriculum of the school 
district. 

Instructional improvement is priority of all school districts. Administrators 
exert tremendous influence toward establishing and maintaining a climate v^iich 
promotes instructional effectiveness. It follows then that the purpose of 
evaluation is to improve the quality of administrative performance, vrtiich will 
enhance the instructional programs of the district. 

Hhe intent of the evaluation process is to be continuous and constructive , 
administered in a similar manner throughout the district, and conducted in 
an atmosphere of trust and respect. This evaluation process is designed to 
encourage productive dialogue between administrators and to promote pro- 
fessional growth and development. The process is intended to be both formative 
and summative in nature, recognizing strengths as well as identifying areac in 
need of improvement. Finally, the evaluation process will provide maximum 
opportmity for administrator input. 
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SOME CXWSIDERATIQNS FOR EVALUATIC»; 



PURPOSES OF EVALUATION 



The purposes of administrative evaluation are to improve leadership and promote 
professional growth, itie following procedures are designed to ensure three 
outcomes : 

1. Uiere is a cooperative process v*ierein the administrator 
and evaluator share responsibility for the administrator's 
success in meeting goals and expectations; 

2. there is continuity between evaluation cycles; and 

3. the evaluation process identifies and strengthens 
positive areas of performance, and to design strategies 
to correct identified areas of deficient performance. 



STATUATORY AUIHORITY PGR EVALUATION 



Each school district should examine state statutes in order to determine if its 
evaluation forms a^id procedures are in conpliance. This assessment should also 
include a review of standards and regulations established by the State Depart* 
inent of Education. 



BOARD POLICY 



In addition to state statutes and all state mandated standards and regulations, 
each district should carefully examine its board policies. Districts would be 
better served if evaluation policies reflect the true intent and procedures of 
staff and administrator evaluation. Alignment of "v*iat is" and "v^at's supposed 
to be" could help in the avoidance of potential legal problems. 
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AN EVALUATION PLAN 



PERFORMANCE EXPECTATIC»IS 



An administrator's job description typically delineates major job responsibilities. 
•Otese responsibilities can also be thought of as performance expectations and can 
serve as the focal point for evaluation, usually a job description and evaluatio i 
instrument are separate documents and the evaluation criteria do not necessarily 
coincide with the job responsibilites. This concern is eliminated v^en the job 
description also serves as the criteria for a performance evaluation. 
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ANNUAL SCHOOL PLAN 



The Annual School Plan is an extension of each administrator's 
job description/per foL^nance expectations. The Plan consists of 
several worksheets, each describing a goal that the administrator 
has identified. 



The goals are established annually but are not necessarily 
limited to one-year time periods. The goals represent either an 
extension of an expectation included on the Job Description or other 
areas whore stxady, modification, improvement, implementation or other 
aspects of change are involved. At least one goal each year must 
address the area of professional growth. 



Goal progress reports are submitted to the Central Office three 
times during the school year. The established dates for suhnission 
include November 1, January 30, and i^ril 30. The progress reports 
should include a brief summary on the status of each aoal in the 
Annual School Plan. 



FORMATIVE EVALUATION 



Formative evaluation is acconplished through the continuous gathering of data 
from informal observations, work sanqples and conferences. 

1. A planning conference is held at ^le beginning of the school year 
to review the Annual School Plan submitted by the administrator. 
The plan should contain goals for building improvement and at 
least one goal directed towards professional growth. 

2. Informal observations are made throughout the school year, ihey 
consist of analysis of work sanples, conferences, on-site visits, 
and any other monitoring techniques vrtiereby input regarding per- 
formance is collected. 



3. Progress reports regarding the Annual School Plan are submitted to 
the Superintendent on November 1, Janxiary 30 and /^ril 30. The 
status of each goal is discussed. The November 1 report allows for 
the deletion, addition, or modification of any of the original 
goals in the Annual School Plan. 
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SUMMATIVE EVALUATION 



1. The suimnative evaluation form provides a means of synthesizing all the data 
gathered during the formative evaluation period. Suramative evaluation focuses 
upon the expectations outlined in each administrator's Job Description. Each 
expectation is rated according to the performance level demonstrated by the 
administrator during the formative period. 

Four performance levels are included on the Summative Evaluation Form. The 
appropriate performance level should be marked by the evaluator to clearly 
identify the rating for each expectation and focus attention on that perfor- 
mance level. 

Ihe four performance levels are as follows: 

Exceeds Expectations; Results show performance \rfiich contributed to 
district and building goals in an exemplary manner. Exceeds \^t is 
reasonably expected of a person in this position. 

Meets gcpectations : Results show attainment of building goals and 
contributions to District goals. Meets vrtiat is reasonably expected 
of a person in this position. 

Reasonably Meets Expectations; Results show administrator to be 
sanewhat successful in attainment of goals. Occasionally does not 
meet vrtiat is expected for a person in the position. 

Does Not Meet Expectations; Results are generally below expectations. 
Manner of attainment of goals is not congruent with District philosophy. 
Performance improvement is necessary. 

2. A Goal Worksheet is submitted for each goal contained in the Annual School 
Plan. The worksheet, when conpleted, indicates the date the goal was 
achieved and provides for evaluator comments. 

3. A final evaluation conference is conducted with each administrator. The 
results of the rating sheet, and goal worksheet comments are explained. 
Suggestions for improvement and/or goals for the next year are offered: 
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SAMPLE 
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StINNATXVe EVALUATXOM PORM 
NORTH SCOTT COMMUNITY SCHOOL DISTRICT 



POSITION 



ALL ADMINISTRATORS 



PERTORMANCE LEVEL 



COMMON EXPECTATIONS 
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. Act! in Accordanca with aast^r contract, dlatrlct policy, and atato and 
f odoral rogulationa . 



ProBotoa tho program of tho North Scott Community Schoola with staff, 
■tudonta and othar community Boabors. 



3. Dologatsa authority and raaponsibility whora appropriata and providaa 
support to tha - ^oyoa assuming tha raaponsibility. 



4, Bischargas rasponsibility for rscruiting, salscting, rscoamsnding , 
hiring, demotion, transfer, ratsntion or dismissal of district 
•■ploy^as • 



5. Participatss and facilitatas undsrsta. ding and cooparation with all 
■•absrs of tha district's administrativa tsaa. 



«. Proaotss positive coaaunication with studsnts, parsnts and community 



7. Suparvisas or conducts psrforaancs improvamant for all psrsonnal for 
vboa hs/shs has supsrvisory rssponsibility . 



. Dsvslops and aaintains a plan of salf-iaprovsasnt which proaotss both 
psrsonal and organisational goals. 



9. Assists in dsvalopmont and adainistration of budgst in araa of 
responsibility. 



10. Maintains accurate records and subaits raports • 



11. Evaluates ths psrforaancs of all parsonnal for whoa hs/shs has 
supsrvisory raaponsibility. 



8VHNATXVE (VALUATION rORN 
NORTH SCOTT COMMUNITY SCHOOL OXSTriCT 



POSITION Junior High Principal 



PERFORMANCC LEVELS 



JOB DESCRIPTION EXPrCTATIONS 



0 H 

0 E 

E B 

S T 

N 
0 
T 



2* Establiih*! and Bftintaini an f/ffactiva laarning climata in 
tha Bchool* 

3. ZnplaBantB a philoaophy and accompanying axploratory curricular 
program appropriata to tha aducation of tha aarly adolascant. 

4. Aaaunaa raaponaibility for tha iaplamantation and obaarvanca 
of all Board policiaa by both atudants and staff. 

S* Aasiata in racruiting and training of all ataff working within 
tha builiing. 

6. Diracta tha craation of an inatructional schadula which 
providaa for tha naada of junior high atud^nta. 

7. Conducts maatinga of tha ataff as nacasaary for tha propar 
functioning of tha achool. 

Xntarprata tha achool'a program to tha community and anlista 
tha participation of tha community in achool lifa. 

9. Cvaluataa appropriata paraonna) according to District pollcias 
anU procaduraa and abiding by contractual agraamants. 

0. Adviaaa tha district offica on activitiaa in tha achool, 
praparing and auparviaing tha praparation of appropriata 
raporta • 

1. Suparviaaa operation and cara of tha building, grounds, and 
all achool p* ^^party aaaignad within. 

2. Asaiata in tha nanagamant and praparation of tha school 
budgat with particular anphasis upon that portion of tha 
budgat diractad to junior high school aducation. 

3. Establishaa guidas for propar studant conduct and maintaining 
studant diaciplina. 

4* Maintains and controls tha various local funds ganaratad by 
Btudant activities. 

9. Asttumaa th^^ responsibility of coordinating and articulating 
the progran^ft of the junior high school with those of the 
elementa y And senior high schools. 

6. Serves aa the administrative representative on district 
committeea aa directed by the assistant superintendent 
or superin.endenc. 

7. Performs all other tasks as assigned by the Superintendent. 



valuator 



Date 



Administrator 



Date 



ERLC 



^3 



INSTRUCTIONS FOR COMPLETING ANNUAL SCHOOL PLAN WORKSHEETS 



Subjects 

Identify the general area in which the goal belongs, i.e., facility, staff 
development, curriculum, testing, school climate, professional grovrth, etc. 



Current Status 

Provide some backgromd information about the topic that the goal will address. 
Briefly describe its current status. Why is the goal a priority at this time? 



Goal 

Each goal should be written in very spe:ific terms. They may originate from any 
of the following sources: (1) previov; goals; (2) direction given by last 
evaluation; (3) building level needs assessment; (4) self-evaluation; and 
(5) professional growth interests. At least one goal must identify a plan for 
professional growth. 



Plan o.: Action 

I 
I 

This section clearly spells out the stept the administrator will take to 
acconplish the goal. It addresses vtio, i ^w much , how many , when , v^at , 
\rfiere, etc. 



Necessary Resource s 

This section allows the administrator to describe the resources necessary to 
achieve the goal. The resources may include additional financial assistance, 
training, inservice, staff, etc. The Central Office .*?hould be consulted if 
needed resources are over and above those routinely budgeted. 



Central Office Assistance 

What assistance can central office administration provide in order that the 
goal can be achieved? Each goal will be discussed with the Superintendent 
and Assistant Superintendent in a conference after the submission of the 
Annual Plan. 
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Instructions for Completing 

Annual School Plan Worksheets 
Page 2 



Kodifications 



This section allows the administrator to make modifications to the original goal 
due to a change in priorities or any other reason that prohibits continuation of 
the original goal. Typically this section is utilized after submission to the 
Annual Plan. 



Evaluation 

This section clearly spells out vAiat administrator behavior represents having 
reached the target/goal and how goal attainment will be measured. Obviously/ 
this is more difficult in some areas than others. Acconplishment can be 
evaluated by siabmitting documents conpleted by the evaluatee or by some other 
means agreeable to the Central Office. 



Goal Target Date 



This is the date by \diich the goal should be achieved. While one year is 
typical, some goals n^quire more time. In these special cases, an inter- 
loediate objective should be established. 



Date Goal Achieved 



When the goal is met, the administrator merely places that date in the blank and 
initials it. I£ the goal is not achieved, the administrator should attach an 
explanation to the progress report and sets a new date for meeting the goal. 



Evaluator and Evaluatee Comments 



This section is provided for both parties to provide inform*^tion or comments 
which may not fit in the other categories. 



Signature 



The worksheet may be signed when the target is finalized to indicate joint 
approval of the goal. The worksheet should be signed and dated by both parties 
when the goal is conplete. 
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Evaluator Comments 



Administrator Comments 



Evaluator 



Adndnistrator 



NORTH SCOTT COMMUNITY SCHOOL DISTRICT 



ANNUAL SCHOOL PLAN 
GOAL KORKSHEET 
(LIST ONE GOAL PER WORKSHEET) 



AcJministrator's Name School Year 



Subject ^ 

Current Status (Background Briefing) 



Goal 



r" in of Action 



Necessary Resources 



Central Office Assistance 



Modifications 



Evaluation 



Goal Progress Reports: November 1^ January 30 and April 30 
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AN ALTERNATIVE FOR THE SMALL SCHOOL DISTRICT 



THE CONSORTIUM CONCEPT 



Hie Consortium is organized with the belief that school districts within the 
same geograjrfiical area encounter the same basic problems with their enployees in 
bargaining and contract administration. Each district alone could not afford a 
full-time personnel director; but on a shared basis, each could afford a part- 
time employee relations expert v*io would be a full-time enployee of all the 
districts. 



Uie Consortitan Director works with each district on an individual basis to pro- 
vide the unique service required by the district in personnel matters. The 
sharing of a personnel director allows the consortixjm members to utilize the 
experiences in one district to benefit the other districts of the consortiiam. 

Ihere are nuDmerous advantages to the consortium concept including economy, 
continuity and expertise in negotiations and contract maintenance, grievance 
handling, teacher evaluation, discipline and discharge, and reducing unnecessary 
legal expenses. Any interested group of school districts, such as an athletic 
conference, county schools or others in geographic proximity may organize a 
consortitan. Hhe consortixmi concept is practical and economical personnel 
administration. 




